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4
-Receive PIP and
notice of unacceptable
performance
-Sign receipt copy
                   (1 day)

1
-Determine performance failure
-Request CPAC assistance in
taking action about poor
performance
-Collect and provide CPAC with
documentation of unacceptable
performance

3
-Issue PIP and notice of
unacceptable performance
-Observe and document
performance during designated
period
-Conduct counseling and periodic
feedback as appropriate
-Assess progress on PIP
 (approximately 60-120 days)

2
-Review documentation
-Assist manager in finalizing
notice of unacceptable
performance and Performance
Improvement Plan (PIP)
-Coordinate with SJA
-Establish case file
                              (14 days)

5
Did employee’s

performance
improve to
successful?

6

-Advise manager of requirement
that performance remain
acceptable on relevant
objective(s) for one year

                               (2 days)

YES

7
-Advise management of
decision and placement options
-Conduct job search if
necessary
-Assist management in
developing notice of proposed
action
-Coordinate with SJA
                            (14 days)

8
-Finalize and issue notice of
proposed action
                            (3 days)

9
-Receive notice of
proposed action
-Sign acknowledgement
copy
                      (1 day)

10
-Reply (as desired)
orally and/or in
writing to deciding
official
       (7-14 days)

11
 Deciding Official:

-Consider employee’s reply
-Decide appropriate course of
action
-Conduct job search
-Initiate SF52 as required
                               (25 days)

12
-Process SF52 to CPOC
-Draft decision letter and
coordinate with SJA and others
as necessary
                             (14 days)

12

NO
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Total Calendar
Days - 218

- o -
Personnel Process

Days - 49
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15
-Receive decision letter
-Sign acknowledgement
copy
                      (1 day)

2 1

14
-Issue final decision to
employee
-Provide employee copy
of SF50
                    (2 days)

13
Authenticate SF50
            (3 days)

See BPM No. IS-01
SF 50 Processing

See BPM No. IS-22
Payroll Interface
Processing Cycle

16
-Provide receipt
copy to CPAC
            (2 days)

17
-Update, complete
case file
            (2 days)

Note: SF50 may
be attached to
decision notice or
provided to
employee
separately
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